


Legal Office. The Legal Office acts as legal adviser to the ~3uperintendent
of Public Instruction and his staff, the State Board of Education, and to the
staffs of the special schools and special service agencies in the Department.
It represents these agencies and officers in disciplinary actions:, both con-
tested and uncontested, against public school teachers and employees of the
Department. During general sessions of the Legislature, the office prepares
Department-sponsored legislative bills and prepares recommen.dations to the
Governor on those bills of concern to the Department. It drafts and passes
on the legal adequacy of contracts, including those for the purchase of state-
adopted textbooks, leases, deeds, easements, and probate documents affect-
ing the Department and the agencies under its jurisdiction.

Personnel Office. The Personnel Office exercises general direction over
the personnel program of the Department.

Division of Higher Education

The Division of Higher Education is administered by an Associate Super-
intendent of Public Instruction who is also chief of the division. This division
is the one through which the Department coordinates its several functions
relating to the adult education programs offered by California p11blic schools;
the educational programs, including that of vocational education, offered by
California public junior colleges; the teacher preparation programs offered
by California teacher training institutions; the certification of professional
personnel employed in California public schools; and the approval of courses
offered by private colleges and schools for adults. The services of the division
are provided through six bureaus, whose functions are outlined briefly in the
sections that follow.

Bureau of Adult Education. The Bureau of Adult Education has the responsi-
bility for coordinating, supervising, approving, and improving programs of
adult education in the public schools of California, including new programs in
basic adult education established with the assistance of federal :funds and civil
defense programs conducted with federal funds.

Bureau of Junior College Administration and Finance. The Bureau of Junior
College Administration and Finance provides consultant services and otherwise
assists in the organization of junior college districts and in the administration
of the several junior college construction acts and the planning of facilities .
The bureau collects, processes, and distributes to districts and state agencies
financial data pertaining to the junior colleges, and it advises the governing
boards and administrators of junior colleges regarding legal and fiscal matters
and the like.

Bureau of Junior Colle e General Education. AdministrativE!ly, the Bureau
of Junior o ege ener E ucation approves and evaluates programs in arts
and sciences and provides leadership in the planning, development, coordi-
nation, and supervision in these areas. Instructionally, the bureau helps junior
colleges keep informed regarding new developments and ideas in instructional
programs and methods of instruction; plans and participates in conferences and
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